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ADMINISTRATIVE SERVICES
VACATION SCHEDULES

(Including Office of the Chief and Chiefs
and Assistant Chiefs of Divieions)

Hame Period of Leave - 1951
Qffice of the Chiaf
STATINTL
Chief 10 thru 28 September S
Deputy Chief 6 Aug - L September
Assistant On Official travel
Resl Estate and Constructi
Chief 1 = 1 July or 15 « 28 July
Acting Asst, Chief 30 Sept - 13 Tot or 20 May -
2 June
Reproduction Division
Chie? 30 July - 10 Aug
Assistant Chief 2 - 27 July
Transportation Division
Eﬁgef 16 - 27 July
Assistant Chief 25 June - 6 July
Bullding Maintenance and U _
ﬁﬁ?.& 24 June - 6 July
Assistant Chief 6 - 20 July
General Services Division
chine ords Br. :
ict o 11 - 29 June
Tad, Project Planner 16 « 27 April
Racore t. & Dist, Br
eting Chie 9 - 15 May
#ail & Courier Sec. 30 July = 10 Aug
L " " 25 June - 6 July
Admin, Files Sec, 5~ 18 Aug
w " " 16 - 27 July or 20 - 31 Aug
Records Control Sec. 21 - 2 June and 20 - 31 Awg
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Deputy Director for Administration 2l April 1951
THRAU: Asst, Deputy NDirector (Admin, = Qeneral)

Chief, Administrative Services
Tacation Schedules

1. Supplementing the vacation schedule covering my immediate
staff, also my Division Chlefs and their sesistants, I wish to
inform you that each of my Division Chiefs has reported to me
that they have now prepared a vacation schedule covering every
member of their respective staffs,

2, Undsr these schedules, each person working under my
supsrvision will take at least two consscutive wesks of vacation
during the current calendar year,

STATINTL

W. L, PEEL
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Assistant Deputy (General) 18 Aoril 1951
Deputy Security Officer/ClA

Annual Leave within I&S

Arrangements are being made requiring that all personnel take at
least two weeks leave during the summer months for vacation purposes.
A schedule of leave is being drawn up for this purpose in order that the
employees will know in advance of the:r scheduled leave and to permit
the orderly coenduct of business. The schedules of leave will be worked
out on a unit or sectlon operation to insure that experienced personnel
are at all times on duty in order to caxrxy out the functions of the parti-
cular units. No difiiculty is anticipated in effecting this arrangement.

STATINTL

Approved For Release 2002/08/29 : CIA-RDP78-04718A000500090013-5



Approved For Release 2002/08/29 : CIA-RDR¥8-04718A000500090013-5

23 Aprdl 1951

MEMORANDUM FOR: Deputy Director {Administration)
FROM; Chief, Msdical Staff
SUBJECTY Anmia) lLesvwe

In accordance with the request for a my‘ of
annual leave to bo used prior to 1 July 1951, the
following leave iz anticipated:

Chief, Madical Staff - 2 weeks in May

Deputy Chief - 24 April ~ 3 May

JOHN R, TIETJEN, M. D.
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Asgistant Deputy Director (Administration ) 23 April 1951
Chief of Procurement

Annual Leave

1. All annual leave for the personnel of the Procurement
Qffice has been scheduled.

2. Annual leave for the undersigned will be for the follow-
ing inclusive dates:

31 May ~ | June; 5 - 6 July; 13 ~ 31 August,

ANDREW E. VAN ES80
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S ATTON SCHEDULES

Chief, Med Staff = . wks in May v

Chief, Adm Serv - 10 thru 28 September

Pers Dir ~ 6 thru 31 August

Adv for Mgmt - 20 Aug thru 1 September

Gen Coun - 30 July thru 11 August

Comptroller - 18 June thru 22 June - 1 Oct-20 Oct
ADD/A~TI&S - 3 ntthd An qf“"”’

Chief of Proc .

21 ey =7 Juae 5o bduty: :\'3/4&7.
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